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SUBMNCT ¢ Policy, Procedures, and Deadlines for Submitting
Training Requests ' gy/

REFFRENCKS s 4

QRR Regulation noU=~
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RECISSION s ORR Notice R16-54, 19 May 19Sh/ %’L
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I. PURPOSE

The purpose of this\notice is to outlind the policy to bc complied
. with, the procedure to be followed, and the deadlines to be observed by
ORR personnel submitting tigining requests.

IT. POLICY -

£11 requests for training N11l/be based upon the program needs of
ORR and should be reflected in thy/approved training budget. Failure
to comply with the policy, to foll%w the procedures, or to observe the
deadlines will necessitate the disadproval of the training request,
except for those instances spytifiedpy the ORR Training Liaison Officer
or those instances satisfactdrily jusBified in writing by the component
requesting the training.

III. INTERNAL TRAINING"EQUESTS

A. LANGUAGE

1. Procedupt:s

. i fouss the proposed training with the Division Training

0fficer Ar the Division Chief and the ORR Training Officer.
Training Officcr will arrange foy the Language Aptitude
s appropriate);
. Complete the Request for Internal Trgining (Form 73,
ed 1 Nov 54) giving the exact title of th&&course desired
indicated in thc O0ffice of Training announcgment. (For
language seminars, use the Application For For?ign Language
Conversation Seminar); - X

e. Arrange for an interview with the appropréﬁ%e language
instructor through the ORR Training Officer. The Ixnguage
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instructor will complete Box 18 of the Form 73;
ds Submit the fully completed Form 73 through ciannels.

Deadlines:
Language Aptitude Test -~ must be arrang
ORR Thgining Officer and completed at least L
to stalNting date of the course;

through the
eeks prior .

b, terview - completed at least 3 wee 8 prior to the
starting ¥ate of the course;
ce Submittal - the completed Form 73 (5 copies and one

) must be in the hands of £he ORR Training Officer
¢ks prior to the starting date of the course.

yellow tiss
at least 2% v

Be OTHER INTERNAL
1. Procedure: . R
Personnel recommgnde iirig other than language
training will comple¢e the Requgst for Internal Training
Form 73 giving the exket title/of the course as indicated
in the 0ffice of Train npouncements,
2. Deadlines: /?
a. Pretesting = requingd’ pretesting must be arranged through
the ORR Training Officer And completed at least 3 weeks prior
to the starting date of Lhe\couvrse;
be Submittal = training xequests Form 73 must be fully
completed and in the hands of\the ORR Training Officer at
least 2% weeks prior/to the starting date of the course,

IV. EXTERNAL TRAINING RIQYTSTS

&)

A. Procedure ~ app
be made on Training Re
the ORR Training Liaigon Officcr.

Bs Deadlines - fhe fully completed Extern
136 must be in the fiands of the ORR Training OfMd
below:

cations for externgl training courses will
est Form 136 and forWarded through channels to

Training Request Form
cer as indicated

overnment agencies
tarting date of the

prior to the starting date of the coursdy

For tutorial instruction or special classes, at lease 2
prior to the starting date of the courses é\é

« For fulletime training (&rmy War College, strlal College
of fthe Armed Forces, Harvard Advanced Managcmcnt Sch 1, ete.), at
l¢ast one month prior to the dcadline set by the Offlc of Training.

FOR THE ASSISTANT DIRECTOR

25X1A9%9a
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SUEIVCT ¢+ Atdéendance et PMOfeQL_onal Meetings . '
REVTUENCE:  CIA Notice No || R covcd 15 Fevruary 1952 / 25X1A 'z
L jﬂ
1. A1l ORR pro\ecssiensl personnel are encouraged /Lo keep sbreast
o vevciopments in tINir specizlized fielas through sftendance at prow-
Fesiiotml soclety meet\ngs, rsad:ng the literzture,; Atc,
th polidy of ORR te approv. pavmefit of the exp@n»@s af
T iied nunder of selected profe Un,enal personnel in con-
N «desnce a) meetings of prols :2l and techniexi :
el ¢ societle provided: ’
a.  thay the subject madier covered A1 the professional meetings b
pectaing vo vthe work of Wi ORR professionals nominated for
T atendance;
. thet direct benefit will\adfrue to the Office by sponsoring D
e candidate for attendance, '
3 The foilowlng procedurs/wil) be complisd with in makin £
neainaticis for attendance at pfofessiVviagi ﬂ{Pulﬂ?S undey Aﬂwﬂﬁ“ *
chiefs widl forward nasds : o i
sproval ghnerally not iatdyr tlan four weeks price o i
the subjfect meeting
" «fs will forward apprdéved namys te Chief, Administrative y
o : ‘Up'o riate administrative and Xecurity acfiany and for .
e oy sne ghfiee of the Assistant Uireeder. i
ministrative 1% notify &rea and aivicion %
ok Goatyrative clearance » travel ard\obiained, o whish :
ity Orédrs will be prepared in ih= ususl mantNr-
5 Gfffcial duty status, contingent vpor satisfaclion of requirie-
oty n o wa/gbove and upon compliance witlh sur :ent securNy requirew. i,
I sorized by the Chief, Admirististive Staff, on\the recommencation
-
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of thn grsa chdef for Nwse persons sttending the profusyionsl meating

ot thedy oun exponse.

Vet & hd
2o Personnel atterdind\professional mpetings under Sgency sponsc-
ship w1l comply with (AR RegiNatien RSQLAS, dotad 12 June 1953,

SR THE ASSISTANT DIREBOTOR:
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